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1. Getting Started

The WYSIWYG editor is a tool within Pacific that allows you to create the body
content for nearly any content type on your website. If you have worked in
Microsoft Word, then you are probably familiar with many of the WYSIWYG
toolbar functions. This guide gives a brief overview of some of the useful tools
and functions in the WYSIWYG toolbar. Watch the entire Using the WYSIWYG
Editor training video to supplement this user guide. Access our full resource
guide library on the Self-Study Training Curriculum page on Going Pacific.

1.1. CONTENTTYPES THATUSE THEWYSIWYG
Almost all content types utilize the WYSIWYG:
Blocks

Blog Entries

Events

News

Pages

Slider Images

Text Areas

Webforms

= =4 =48 -4 -5 _98_9_2

1.2. BEFOREYOUADD CONTENT

Before adding content in the WYSIWYG editor, you might consider enabling two
features: Maximize and Spell Check:

Body (Edit summary)

B I USSE =321 13 %« @ @A B X%
mEano00 o] mr =

Maximize Spell Check

1 Maximize allows you to view the WYSIWY GEditor in full screen mode .
Click this button again to exit full screen mode.
1 Spell Check looks for spelling errors in the WYSIWYG
o Enable SCAYT(0 Spel | Ch e c k) checks fbrospellingyap e 6
you are typing.
0 Check Spellingwill only conduct one spell check.

Both features will need to be turned on each time you exit and re-enter the
edit screen. These functions in the WYSIWYG are optional.

1.3. ANIMPORTANTNOTE ONCOPYING& PASTING

When copying and pasting text from another source ( like Word or another
webpage), you must make sure to paste the text as PLAIN TEXT Completing a
normal copy and paste function will result in  inconsistencies in font size and
type, and formatting errors will ap pear on your page. (Please note that pasting
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as plain text will remove links . Read section 1.4 to learn about maintaining
links when removing formatting) .

After copying text , paste it as plain text using the following methods:

 Use the Paste as Plain Text button in the WYSIWYG

[@ Source = @ @ =) T, Q|| Format - || Font ~|| Size ~|| Styles -
Paste as Plain Text
1 Use the keyboard shortcut: crtl+shift+v .
1 Paste your text into a text editor first (like N otepad). Copy your content

from the text editor and do a regular paste function into the WYSIWYG.

x  Please note: Do not use the Paste from Word button. It is not currently a
functional feature.

1.4. REMOVEFORMATTINGWHILE KEEPINGYOURLINKS

Alternatively, you can use the Remove Formatting button in the WYSIWYG to
strip formatting from your copied and pasted text . An added benefit to this
method is any links pasted into the WYSIWYG editor will remain intact . To
utilize this feature:

1. After you have pasted your text into the WYSIWYG editor, highlight the
text that needs the formatting removed.

2. Next, select the Remove Formatting button in the WY SWIYG.Your text
will be stripped of formatting, but your links should remain intact.

[ Source = [ERERERE Q|| Fomat - || Font + || Size ~|| Styles -

Remove Format
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2. lmages

The WYSIWYG Toolbar includs a button for embedding images. Please note
that embedding images using the WYSIWYG toolbar limits you to 16mb of
storage space, and only one user can access those image files. If multiple users
need access to the same pictures, or if you have a large number of pictures
that you need to upload on your site, skip to section 2.2.

2.1. How TOEMBEDIMAGESUSING THEWYSIWYG
1. Save the image you would like to embed to your computer.
2. Place your cursor in the WYSIWYG where you want your picture to
appear.

3. Click the Image button in the WYSIWYGtoolbar :
Body (Edit summary)

B I USz== =5 1 2 = 3 I'lmlivmv Y
MEQRNOOBOXY ?2ER R imase

4. In the new Image Properties window, select Browse Server.

5. If you previously uploaded the image you wish to add, skip to step 9. If
you have not uploaded the image yet, c lick the Upload button on the top
left po rtion of the file server window (as seen below):

/£ File Browser - Google Chrome

@ Secure | https://test.colorado.gov/pacific/useful/i

! Upload Thumbnails X Delete o Insert file

@& Navigation Fi

SR ‘ a

5 El
348781

M

6. Select Choose Filein the new window.
7. Choosethe image file that is saved on your computer. Click Open.
8. Click Upload:

i Upload [F] Thumbnails 3 Delete & Insert file

x File name
File

BasinHL_BlueNT.jpg
| Choose File | CO Branded F...ter Logo.png

Desert.jpg
Create thumbnails

Thumb (90x50) Desert_0.jpg
DHNR Map Viewer Im4d
£Upload View

Dragon.png
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x  Images you uploaded here will remain on your image server, so

you can reuse them again.

9. The file wildl

Select the image file you wa nt to embed
menu at the top of the window:

now appear in

OFi | e
, then click Insert File in the

'g Upload @Thumbnails K Delete | o Insert file

& Navigation
=) =]
Sl "
[1348781

File name|
adventure time 2.jpg
Elitch Gardens - Mind Eraser.jpg

jlaw.jpg

Nyjah Houston.jpg

10. The Image Properties window will re -open with a preview of your image.
In the Alternative Text field, write a brief description of the image.

1 To remain compliant with current
this field will need to be filled out.

online accessibility standards,
Read more about online

accessibility in our 508 Compliance Best Practice Guide on Going

Pacific.

11.1f necessay, you can edit your image from the Image Properties window

(see next page for example image):

a) You can adjust the image size, alignment, border, and border

spacing within the Image Info tab.
your edits here.

Fill out the desired fields for

b) To add a link to this image, click on the Link tab at the top. Copy
and paste the desired URL into the URLfield. You will need to

paste the full URL.
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Image Properties x

Image Info || Link §| Advanced

Click here to add a link to your image
URL

Ipacific/sites/default/files/u/48781/law jpg Browse Server

Alternative Text
Place your short description here

Preview

iChange the image
size here

Width
534
Height
600

Border

HSpace !
Edit the spacing I
around the image [l
\VSpace here
| Y 7
Alignment D
<not set> ¥ Click here when you

are done editing

Cancel

x  If you ever need to navigate back to this window to re -adjust your
image, right click the image and select Image Properties.
12. After you add your alternative text and make your corrections to your
image, click OK
13.When you are finished editing, click Saveor Publish.

2.2. USINGSCALD FORFILE SHARINGOR EMBEDDINAMAGES
If you need to embed a large number of images, or if you need multiple users
to access the same image files, embed the pictures using the Scald File Drawer:

1 You can read our Tips for Using Scald guide to learn h ow to edit Image
Atoms (image files in Scald). There are links to videos and written
instructions on how to embed images using Scald in this guide .

1 Once you remove the image from the Image Atom, you can edit it using
the same method in step 10 813 of section 2.1. To get to the Image
Properties menu, right click the image and select Image Properties
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3. Links & Anchors

Links are an important part of any website that allow your visitors to move
between different pages and even different websites. Read about how to
create custom links and anchors below.

3.1. CUSTOMLINKS

Instead of copying and pasting an entire URL on your webpage, you can create
a custom link. Custom links are a word or phrase that will direct a user to a
different page or website when clicked. You can use the WYSIWYG toolbar to
create a custom link by following these steps:

1. Copy the entire URL youwant to create a custom link for .
a) If you are linking to another Pacific page, it is highly advised that

you create a relative path link. Read our Creating Relative Path
Links in Pacific guide to learn more.

2. Navigate to the edit page for the content type where you want to place

the custom link.
3. Inthe WYSIWYG ype the desired text where you will place your link.
4. Highlight the text you want to make the clickable part of the link (as

seen below):
Body (Edit summary)
BIQS@E:SEE'H«::;: EEE - [ ] B ) S 99

MEQN OO H OX% 2B F

To learn more about custom links, [{ie Kol I @"leToXel o=tz 10l s Kol i (ol WL ARG ERVAESIVIN (S

5. Click the Link button in the WYSIWYG toolbar.
Body (Edit summary)

B I US§S = = =

HBEQRo6 36Xy 2060 H

Y == < ™ A- - x* x. 99
Link

6. A new window will pop up . The Link Type field should automatically be
sel ectB@Rlb.as o

7. Inthe URL field, paste the desired URL for the custom link (as seen
below).

x  You may also select how the new link opens. To better comply
with accessibility standards, the link defaults to opening in the
same tab/window you are currently using. You may customize the
link to open in a new tab or new window, h owever, it is not
advised to change this setting.
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Link x

Link Info || Target || Advanced

Link Type
URL v

Protocol URL
https/ ¥ |wm'w.youtube.comfwatch?VZBGSDDhUiomE] ‘

Browse Server

8. When you are finished editing your custom link, click OK
9. The text that you highlighted in step 4 will now be blue and underlined,
indicating that when users click on this word or phrase, they will be
redirected to the URL you linked it with.
Body (Edit summary)

BIUSElz=sNnri=r £« FEmap <x»
HEQMNOoe WY 2B H

To learn more about custom links, watch our video on creating custom links in the WYSIWYG |

3.2. EMAILLINKS
Custom email links can also be added through the WYSIWYG Note that email
addresseswithin th e WYSIWYG will automatically link; you only need to
complete this process if you are turning a word or phrase into an email link.
1. Type the text for the custom email link, highlight it, and click the Link
button in the WYSIWYG (as seenin section 3.1 steps 3-5).
2. In the newly opened window, click the Link Type dropdown menu and
select Email:
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Link

~

Link Info Target || Advanced

Link Type
| URL |

URL
Link to anchar in the text

Browse Server

E Cancel p

3. Type the desired email address in the Email Addressfield. A default
subject and message can be added, but these fields are optional.

Link

X

Link Info Advanced

Link Type
E-mail v

E-Mail Address
Email address goes here
essage subjec

Message Body

E Cancel y

Click OK

ok

The text you high lighted in step 1 will now be blue and underlined,

indicating that when users click on this word or phrase, they will be
prompted to send an email to the email address you specified.
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3.3. ANCHORLINKS

Websgtes with very large pages (such as a table of contents or staff contact info
pages utilize anchor links to quickly move a user to a specified area within the
same webpageto specific content. Wikipedia is a well-known example of a
website that uses lots of anchor links. If you need to accomplish this
functionality on your webpage, follow the instructions below:

1. Inthe WYSIWYG, place your curser next to the content on the page
where you would like your users to be taken to.

2. Click the Anchor button in the WYSIWYG toolbar.
Body (Edit summary)

B I US§SE =
22z

il
][
2
~
.
h
i
4
i

= EE A- - x* x, 9
Q00 U%ONE 2R = Anchor

3. In the new pop -up window, create a name for your new anchor link , so
you can identify it later. Then click OK

Anchor Properties X

Anchor Name
Wiki on Interstellad

oK Cancel
u A

4. You will see a small red flag icon appear where you placed your cursor in
step 1. This is where your anchor link will scroll to.

ntersjellar is a 2014 epic science fiction film directed, co-written an
Michael Caine. Set in a dystopian future where humanity is strugg
Brothers Christopher and Jonathan Nolan wrote the screenplay, which
Obst through Lynda Obst Productions. Caltech theoretical physicist Ki
Pictures co-financed the film. Cinematographer Hoyte van Hoytema s

5. Scroll to the word or phrase that will link users to the anchor and
highlight that word or phrase (as seen below):
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Body (Edit summary)
B I
2z}

E & & = 3

B M

=9 v

Q%00 % ORB ?

C

Il

Read more about the move Interstellar by clicking (.

8.
Click the Link button in the WYSIWYG toolbar (as in section 3.1 step 5).
In the Link Type drop down menu, select Link to anchor in the text .

Then, in the By Anchor Name drop down menu, select the name of your
anchor you made in step 3:

N o

Link X

Link Info Advanced

Linkﬂpe
Link to anchor in the text *

Select an Anchor

By Anchor Name By Element Id

Cancel -

8. Click OK

The word or phrase you highlighted in step 5 will now appear blue and
underlined. When users click this link, it will bring them to the anchor

in step 4.

you set

3.4. EDITING& REMOVINGLINKS
You can edit or remove any links you have created on your webpage:
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1 Editing Links : To edit a link, navigate to the edit page where the link is,
right click the link with your mouse and select Edit Link. Make your
changes, then click OK

Body (Edit summary)
B I U S§|= =

lih
Il
-
y
nn
2
B
i)
R |
3]

MEQRNO0ONOHY ?2HERE A
To read about Christopher Nolan, click he=~

X Cut

Ify Copy

-y
Read more about the move Interstellar by [ Paste
Edit Link
E
:éysnsv HArl-u\n'r cnfnsmu \‘.1 & Unlink

Fm ;mussdhnmuu s

1 Removing L|nks. There are two ways to remove a link:
1. Method 1: Highlight your link, then click the Unlink button in the
WYSIWYG toolbar

Body (Edit summary)

BIUSsSHEz:zsf{:ic ««solgra
m

QABOORORY 2B Unlinie

To read about Christopher Nolan, click (g,

2. Method 2: Highlight your link, then right click the link and select

Unlink:

Body (Edit summary)

B I USIE=E = S| T« 2 2 e o5 WY
MEQROOROHY ?2HRAR

To read about Christopher Nolan, click her~
2 Cut

Iy Copy

Read more about the move Interstellar by (B Paste

- Edit Link
B s, Erra—
;3‘6 s -lﬁls!dﬁllxﬂoun s Y @? o

:s_
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Iframes allow you to directly display content from another  website. They are a
powerful and commonly us ed feature to create more modern and functional
webpages. In most cases, iframes are displayed by copying an embed code from
an external website and pasting it into the source view of your page in Pacific.
This is the method for iframing YouTube videos, Google Glendars, Facebook
news feeds, Twitter widgets , and many other types of content . Learn more
about embedding iframes in the Adding Iframes to Pacific guide .

The WYISWYG toolbar also enables you to display iframes on your webpages.
While using this method does not work for the websites listed a bove, it will
work for many other websites as long asthe content is sourced from a secure
webpage (https:// is included in the URL).

Follow these instructions to iframe content using the Iframe WYSIWYG button:
1. Copy the full URL for the website you want to iframe.

2. Navigate to the edit screen of your Pacific page.
3. Click the Iframe button in the WYSIWYG toolbar.

Body (Edit summary)
B I US=2=s =81 % = = E E A B x x 9
mEQn00 26y 2@R
4. Paste the URL you copied instep 1 into the URL field .
5. Set the dimensions for the iframe in the width and height fields

a. Setthe width to a percentage of the content area to make the
iframe responsive (e.g. 80%)
Enable scrollbars by checking the Enabde scrollbars checkbox.
To comply with current federal online accessibility standards, add a
short description of the iframe in the Name and Advisory Title fields.
The same description can go in both fields . (Read more about
accessibility in our 508 Compliance guide).

IFrame Properties x

~N o

General || Advanced

URL
https://wikitravel.org/en/Colorado

Width Height Alignment
70% 500 <not set> v

Enable scrollbars Show frame border

Name Advisory Title
Colorado Wikitravel Site Colorado Wikitravel site

Long Description URL

OK . Cancel b
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8. Click OK The iframe wi Il appear as a plain white box in the editor.
9. When you are finished making changes, click Saveor Publish.

Your iframe should now display on your page:

COLORADO

INTERACTIVE

Going Pacific Training Guides Pacific Feature Requests

Home Request a Visit Useful Facts

Looking to Travel in Colorado?

-

Create a

o3P v o e |
Pl ¥ > . F
"
-+ L‘ )

welcome to Wikitravel

:rk 4
Help us grow by contributing to an article! Learn how. i
Take me to: Denver Q

| Denver .

Denver Area

Denver area
116,248 Pages in English

B=E"mEAT+HIITZISIle “TwBllw:
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5. Collapsible Text Boxes

Collapsible text boxes allow you to condense content into organized boxes that
open and close. This can be useful for creatin g organized lists like meeting
minutes or FAQSs.

5.1. HowTo EMBEDCOLLAPSIBLETEXT BOXES

1. Place your cursor in the WYSIWYG editor where you would like your
collapsible text box to go .

2. Click the Insert Collapsible Text button in the WYSIWYG toolbar:
Body (Edit summanry)

B I US§S =
mEQ%0oOORy 23R
Insert Collapsible Text

3. Fill out the Collapsible Text Title and Content fields
Collapsible text settings b 4

b e 5= 1= 2z W E A- 3 x* x, 99

Collapsible text title
14ers in Colorado

ol psible text content
=any fexi can go here for now:=

Initially expanded (not collapsed)

Cptional class

x  Please note: You will be able to edit this information from the
WYSIWYG after you exit this dialogue box. Bullet points, images,
links, and other types of content can be added inside the
collapsible text box later. For now, fill in the title and put place -
holder text in the Collapsible Text Content field.

2. Click OK

3. Your text box will appear with these beginning and ending tags in the
WYSIWYG][collapsed title=" your box title"] Collapsible-text -content -
goes-here[/collapsed]

a) As long as the content you want in your collapsible box is
sandwiched between the [collapsed title="box title"] and
[/collapsed] tags, your content will display within the collapsible
box. There are several ways you can accomplish this:
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HFEQhoee o Hw ?20R S

[collapsed title="14ers in Colorado"JMt. Elbert - 14,440 ft [/collapsed] ‘ You can keep the

[collapsed title="14ers in Colorado”] ‘ You can stack the code code as one line

Mt Elbert - 14 440 ft to add lists between the
ML Massive - 14,428 ft opening and closing tags
Mt Harvard - 14 421 ft

Blanca Peak - 14,351 ft

La Plata Peak - 14,343 ft[/collapsed]

[collapsed title="All the14ers in Colorado"]‘ You can also move the

» Fourteeners Official List A.pdf endlng tag below the
box content

» 14ers Checklist by Difficulty pdf

[/collapsed]

b) You can stack multiple collapsible text boxes on top of each other
by making sure there are no spaces between the collapsible box
codes (as seen below):

[collapsed fitle="14ers in Colorada"[Your content goes here.[/collapsed]

[collapsed fitle="Other Mountains in Cclorado”|Click here if you want to see mare mountains in Colorado[/collapsed]

[collapsed title="Hiking Trails in Colorado"|http://www colorado_com/activities/colorado-hiking[/collapsed]

body p

2. When you are finished editing your content, click Saveor Publish. You
will now be able to view your collapsible text boxes from the page:

14ers in Colorado

= Mt. Elbert - 14,440 ft

= Mt. Massive - 14,428 ft
* Mt. Harvard - 14,421 ft
« Blanca Peak - 14,351 ft.
+ LaPlata Peak - 14,343 ft

> Fourteeners Official List A.pdf

14ers Checklist by Difficulty.pdf
© Other Mountains in Colorade

© Hiking Trails in Colorade
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6. Other Features

Here are some other features within the WYSIWYG that you might find helpful
when editing your content:

6.1. GRID

The Grid button in the WYSIWYG allows you to create basic tables to display
your information. You can customize the number of rows and columns, border
size, and other basic features:

Body (Edit summary)

B I USZE=
E|E Q % 6

Grid

W 9 2 12 A ™ g A- [3- x* X, 99

T -

@

Please note that the WYSIWYG editor does not support Excel exported files.
Also, copying and pasting a table from other word processor programs like
Microsoft Word will result in formatting issues. If you would like to edi t your
table after creating them, right click with your mouse and select Table
Properties:

You can further edit individual cells by highlighting the cells you want to edit,
right clicking with your mouse, and selecting Cell > Cell Properties. From here,
you can c¢hange raurdandbocedericaoss, dnangekhg horizontal
and vertical alignment of cell text, set text wrapping settings , and more:
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